
Residential Occupancy Permit
2016 Online Renewal Guide



2

Frequently Asked Questions

Question Answer

How do I start? Refer to Renewal Notice Page 3
SJ Permits Website Page 4 - 6
3-Tier Service Delivery Model Page 7
Step-by-step Guide for Tier 1 Pages 8 - 13
Online Payment Tiers 1, 2 and 3 Pages 14 - 17
How do I confirm payment received? Page 18
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Where is the login information I need? 

Use either the owner number or customer number
that appears on the Renewal Notice sent by mail.

Look at your 2016 Renewal Notice



www.sjpermits.org/permits
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Go to this Website

http://www.sjpermits.org/permits
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Select Multiple Housing 
Payments and Certifications

This appears on the bottom of the screen after the user enters
www.sjpermits.org/permits

Please click on “Multiple Housing – Payments and Certifications”

http://www.sjpermits.org/permits
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Refer to the 2016 Renewal Notice
Enter the owner number or customer number. 

If you need assistance, please call (408) 535-7770 or email MHProgram@sanjoseca.gov
Please be aware that the office will be closed for the holidays starting December 24th.

mailto:MHProgram@sanjoseca.gov


Information about the 3-tier service delivery model is available online at 
http://www.sanjoseca.gov/index.aspx?NID=445  
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3-Tier Service Delivery Model

Tier 1:  Inspection on a 6-year cycle
Owners are required to complete annual 
self-certification affidavit online.

Tier 2: Inspection on a 5-year cycle

Tier 3: Inspection on a 3-year cycle

Proceed to online 
payment, no affidavit 
needed.
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Service Level Tier 1 

Make a decision to complete Self-Certification Affidavit 
or opt out of Service Level Tier 1. 
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Service Level Tier 1 

Check the box matching your decision. 

 Certify

 Opt Out

or

or

 Defer
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Opting Out of Service Level Tier 1

Information about the 3-tier service delivery model is available online at 
http://www.sanjoseca.gov/index.aspx?NID=445 
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Deferring the Decision on a 
Property Assigned to Tier 1

City offices will be closed for the holidays starting December 24, 2015.
If you need assistance, please call (408) 535-7770 before the holiday closure. 

Owners may chose to defer the decision to complete the self-certification 
affidavit. Be please aware that the due date is December 31, 2015. 

If the online certification is not completed by the due date, the building 
will be reassigned to Service Level Tier 2 and a new invoice at the higher 
fee will be mailed in January 2016. 



All the boxes must be checked before continuing.
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Certifying: A Requirement of Tier 1
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Confirmation of Self-Certification 
Affidavit Completion 

After completing the submittal, you will receive confirmation that may be printed.



If the owner or customer has multiple properties associated with that specific name, 
then the list will include the file numbers for each building.
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Paying for the Residential 
Occupancy Permit Renewal

To proceed with payment, click on the file number.



 Remember to check the pay boxes before pushing the “Add to shopping cart” button.
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Proceeding with Online Payment

Scroll down to see Fees/Bills.              Check the Pay boxes.

Then, click “Add to shopping cart.” 



 Remember to check the pay boxes before pushing the “Add to shopping cart” button.
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Review and checkout



Please note: 
The top fee listed is the Residential Occupancy Permit fee for Code Enforcement and Fire 
Department inspection services. 
The bottom fee is for the Housing Department’s Mediation Fee (or Non-mediation Fee
depending upon the eligibility of the building). 17

Payment Information

Enter payment information and submit once.
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Payment Confirmation

You may print a receipt after completing the 
online payment for the 2016 Annual Residential 
Occupancy Permit renewal.


